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O]ﬁce Memamndum e UNITED STATES GOVERNMENT

TO :
FROM :

SUBJECT:

Chief, Services Division

DATE:

Chief,

Report of Operations for the Period 2 through 31 October 191 o7 ©

1.

20

3.

.
gtatus of Personnel: ﬂ "
=
a., Number of persons authorized---—--
b, Number of persons on duty—-—=—-———- N
S
Leave: Y
a., Number of hours annual leave used----- 75
b. Number of hours sick leave used-—————m 13 3
c. Number of hours overtime worked—------ 8 9
=
fudit: O

a, The following information is furnished relative

to Branch Accounts audited:

hcco

b. An audit of Supply Account No. 3 (office Equipment)

is in progress and is approximately 65% complete. It is
estimated that the equivalent of 2,560 vouchers have been

suditted during this period.
outlined in paragraph 3b of the
period 1 through 31 August 1950,

L.

The audit is being conducted as
Report of Operations for the
dated 1 September 1950.

Property Inspection and Utilizeation:

a. Thirty (30) separate inspections of FWT property

were conducted which included one hundred twenty-four (12L)
items of non-expendable property listed on Property Turn Ins,

Form No. 36=2L.

A tag was attached to each item being

retirned to the warehouse indicating recommended disposition.

b, Relative to ten (10) of the one hundred twenty-four

(12li) items listed on Property Turn Ins for which replacement

was

requegtad, it was determined that same should be retained

ithin th 3 Reting’
within \:%ustngﬁcgz;}ﬁ;yg

wECelNEY
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immt No. No. of Vouchers Audited No. of Rooms Inventoried
200 A 139 60
230 289 200
2L0 111 60
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D

. Six (6) investigations were conducted, and findings
submitted to Chief, Services Division, relative to requests
for Clgss A% gnd WB® equipment.

Se vey Reports and Reports of Inventory Adjustments:

« Two (2) Survey Reports (00175 and OOL77) were inves=~
tigated and submitted to the Chief, Services Division for

« Three (3) Survey Reports were submitted to the
Property Survey Board at their meeting held on 6 October 1950,

ce Seven (7) Reports of Inventory Adjustment were pro-
and submitted to the Chief, Services Division for
al.

d. One (1) motor vehicle was investigated and Inves-
on Report prepared. Same will be presented to the
ty Survey Board at their next meeting,

scellaneous:

a. The necessary preliminary action has been taken to
effect the separation of Special Support Staff from the Office
of Special Operations with regards to property accountability,
The Chief, Special Support Staff was requested to appoint an
individual within the activity to the position of Accountable
Oofficer for Branch Account No. 250. An inventory of all property
now in the enstndv of Special Support Staff will be conducted by
the The results of the inventory will be listed
in tHe form of & credit voucher to Branch Account No. 70 (0S0O)
and 3 debit voucher to Branch Account No. 250 (S55).

b. An investigation relative to the ratio of accidents
between CIA Chauffeurs and Couriers was made, and findings
submitted to the Chief, Services Division,

ce The monthly monetary value report for all non-
expendable property charged to National Securitv Council was
prepared and forwarded to the Chief,
Supplly Branch,

¥ P

STAT

STAT
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0]7506 Memorandum / UNITED STATES GOVERNMENT

To ' Chief, Services Division DATE: 2 QOctober 1950

FROM & (pier

SUBJECT: peport of |Operations for the Period 1 through 29 September 1950

1, Status of Personnel: 25X1

&, Number of persons authorized...c.eeeecesconcs.

25X1 b. NIl!IlbeI' Of peI'SODS on duty-noo-.ooooc.-o'oo-a.
tered on duty on 12 September 1950
entered on duty on 25 September 1950
! 2. Leave:
! ™ :
f o 8o Number of hours of annual leave t&ke€Neeeeecossolib
v ‘%"ft a )
::j ' . @45503 be Number of hours of sick leave takeNeeesesecsssslbd
- 12 SR
e q} 'f\ ]]92 Ce Kumber of hOlidaySootoooo-ooooonoocooooaocoooo 1
o i | e
A | <L
1;5 ==\ = d. Number of hours of overtime uS€deseees.esesese O
BRI B g :
e \NOY B, audit:
A
&2 Xg 3 &, The following information is furnished relative
to BraNch Accounts audited:
Account No, No. of Vouchers Audited
180 : 85
b. An audit of Supply Account No. 3 (Office Equipment)
is in progress and is approximately 37% complete, which involves some
3,000 vouchers. The audit is being conducted as outlined in para-
graph 3b of the Report of Operations for the Period 1 through 31 {
August 1950, dated 1 September 1950.

o Property Inspection and Utilizetion:

8. Seventeen (17) separate inspections of FWT property
were conducted which included forty-three (L3) items of non-expendable
property listed on Property Turn Ins, Form No, 36=2L. A tag was
attached t¢ each item being returned to the warehouse indicating
recommended disposition,
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S UUNHDE;M'!M

be Relative to eight (8) items listed on Property Turn
Ins for which replacement was requested, it was determined that same
was not justified and items remained within the using activity,

5S¢ Survey Reports and Reports of Inventory Adjustments:

a. Three (3) Survey Reports were investigated and pre-
pared for the approval of the Chief, Services Division,

bse Five (5) Reports of Inventory Adjustmeﬁt were pro-
cessed and submitted to the Chief, Services Division for approval.

coe Two (2) accidents were investigated and Investiga=
tor's Report prepared for each, Same will be presented to the

- Property Survey Board at their next meeting,

6., Miscellaneous:

as Limitations on thirty~six (36) "common use" items
of non-expendable property have been established for all Branch
Accounts with the exception of Nos. 110 (Administration Building)
and 220 (0ffice of Collection and Dissemination)., Limitations for
these two accounts plus will be established
within the next month,

25X1

b. Survey and recommendation was made to Security
Division to have two rooms in "M" Building secured in order that
ordinary key lock cabinets could be utilized rather than insulated
combination lock cabinets. It was estimated that this action would
result in a saving of approximately nine thousand dollars ($9,000.00)
based on the difference in price of two types of filing cabinets in- i :
volved. Final action depends on results of survey which will be
conducted by Security relative to classification of material involved,

ce Necessary action was taken to have the accountability
for all non-expendable property charged to the Depository, transferred
to Mr. ‘
25X1
d. The monthly monetary value report for all non-
expendable property charged to National Security Council was prepared

and forwarded to the Chief,\ \Supply Branch. 25X1
?E»AV*@;yw.nEV
ey 7 R 25X1
pei ’ Y (Y 15
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Oﬁice Memowm@m e UNITED STATES GOVERNMENT

TO : Chief, Services Division DATE: 1 September 1950

STAT FROM : ‘cting Chief,

SUBJECT: icuort ol Operations for the Period 1 through 31 August 1950
STAT

=
-

St atuu of Personnel:

a. Number of persons authorizedeeessssssssosssaed

be Number of persons on dulYeseesssseseescencscay

™

« Leave:
a. Number of hours of annuzl leave us€dessessecss 192

b. Number of hours of sick leave uS€leesnssrseese 33

c. Number of hours of overtime US€0.esesescssssss 2L

3 . Au.dit :

a. The following information is furnished relative to
Branch Accounts audited:

Account le No,., of Vouchers Audited No., of Hooms inv,
190 79 (Audited in July) 50
220 868 (Audited in July) 105

b, An audit of Supply Account No. 3 has been started.

This audit will consist of approximately 8,000 vouchers and will cover
e period of 18 months, Supply Acgcount No. 3 is no longer maintained

- on a separete set of cards, but is maintained on a card in conjunction
with the Branch Accounts; therefore it will be necessary to audit not
only the posting to Supply Account No, 3, but also the posting to the
related Branch Account including the extensions of the monetary value,
Tt is deemed advisable to conduct the audit in this manner considering
that while more time will ‘be consumed in the audit of Supply fecount
lice 3, & greater amount of time will be saved in future audits of
Branch Accounts,

L, Property Inspection and Utilization:

a. Thikty—seven (37) separate inspections of FWT property
were conducted which include forty-eight (48) items of non-expendable
property. - L -tag was gttgched to each item being returned to the ware-
house indicating recommendéd’ disposition.

Monetary value of #ll1 items inspected -- $2,309.33

Approved For Release 2007/10/23 : CIA-RDP54-00177A000100120015-3



STAT

Approved For Release 2007/10/23 : CIA-RDP54-00177A000100120015-3

b. -Relative to eighteen (18) of said inspections, it
was determined that property concerned could be repaired within the
using activity, thus elimirating pick-up and delivery of like item,

iotal monetary savine accomplished —- $960.78

S. Survey Reports and Reports of Inventory Adjustment:

a. Two (2) Survey Reports were investigated and sub-
mitted to the Chief, Services Division for approval.

b. Two (2) Survey Heports were investigated and will
be submitted to the Property Survey Board for approval at their next
necting,

¢s Eleven (11) Reports of Inventory Adjustment were
bprocessed and submitted to the Chief, Services Pivision, for spproval,

d. Three (3) accidents were investigated and Investi-
zator's Report prepared for each.

6. Miscellaneous:

as In compliance with memorandum from Chief, Services
Division, dated 1 August 1950, Subject: "Auditing Procedure", a
procedure was prepared outlining the most feasible and efficient means
of auditing all purchase orders and other acquisition documents prior
to the avdit of Supply Accounts. '

b, In comnlience with memorandum from Chief, Services
Division, dated 1 Aucust 1950, Subject: "Establishment of & Services
Officer for kach CIA Building", two memorandums were prepared, one
dealing with the advantages of such a procedure and the other outlining
the details involved in the establishment of a Services Officer for
CiA buildings,

C. The necessary personnel figures for the establishment
of 1imi i "common use" items of property were received from Mr,
on 22 August 1950, Limitations have been established

Tor three Branch Accounts to date,

ds A survey was taken of Branch Account No. 10 for
surplus property of which approximately seven hundred fifty dollars
($750) worth was Found znd returned to stock.

e. The flonthly monetary value report for all non-
expendable property charged to National Security Council was prepared
and forwarded to the Chief, Supply Branch,

STAT

STAT
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Oﬁice Memomndum e UNITED STATES GOVERNMENT

TO : Chief, Services Division DATE: 1 August 1950

STAT FROM Acting Chief,

SUBJECT: Report of Operations for the Period 3 through 31 July 1950

1. Status of Personnel:

_ STAT

a. Number of persons authorized..sessesccecscecss

b. N'tll'ﬂber Of peI‘SOIlS On dutyoo.4.-..............

. 2. Leave:
-

a. Number of hours of anmual leave US€d.esesesessbdB

b, Number of hours of sick leave uS€lsssssssssssebl

c. anber of holidws..'0...'.....00'...00'.0.0‘..1

d., Number of hours overtime workedseseecscsscseessl

3, Audits:

a, The following information is furnished relative to

Branch Accounts audited:
Account No. No. of Vouchers Audited No. of Rooms Inv.
160 79 20
hd 220 868 Inv, not completed to
date.
190 125 Inv., not completed to
date.

b. One member of the utilized the entire S1AT
period checking on shortages and overages 1n Braanch Account No. 70 and
assisted the new Accountable Officer in the various phases of his
assignment. A detailed report will be prepared and forwarded to the
Chief, Services Division, in the near future.

25X1

c. The Fusls and Lubricants Account (No. 9) located at the
Garage was audited which consisted of seventy-one (71) vouchers,
and an inventory was conducted, of the gasoline, lubricating oil, and
anti-freeze on hand. The results of the audit and inventory were noted
on Certificate of Audit No. 1-9-51, dated 11 July 1950.
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d. The Fuels and Lubricants Account (No. 94) located
at the| was sudited which consisted of seven (7)
vouchers. Lnasmuch as the fccountable Officer did not have an
accurate measuring stick, no inventory was conducted. The results
of the sudit were noted on Certificate of Audit No. 1-94-51, dated
13 July 1950, 25X1

25X1

e, A final audit was conducted of
‘ This consisted of checking sixty-tnree (0J)

vouchers against the corresponding Stock Control Cards. No physical
inventory was conducted inasmuch as all of the non-expendable property
had either been transferred or disposed of locally in accordance with
procedure effective at that time., The results of the audit were noted
on Certificate of Audit No. 1-600-51, dated 27 July 1950,

L. Property Inspection and Utilization:

2. Seventeen (17) separate inspections of FWT property
were conducted which included twenty-three (23) items of non-expendable
property. A tag was attached to each item being returned to the Ware-
house indicating disposition recommended.

Monetary Value of all items inspected - $1,683.60

b. With regards to seven (7) of said ingpections, it was
determined that property concerned could be repaired within the using
activity, thus eliminating a pick-up and delivery of like item,

Total Monetary Saving Accomplished - §1,183.35

5, Survey Reports and Reports of Inventory Adjustment:

a. Two (2) Survey Reports were investigated and submitted
to the Chief, Services Division, for approval,

b. Six (6) Survey Reports were investigated and will be
submitted to the Property Survey Board for approval at their next
meeting.

c. 5ix (6) Report of Inventory Adjustment were processed
and submitted to the Chief, Services Division, for approval.

6, Miscellaneous:

a, Form Ho. 60-7L, Files Inventory Report, was prepared
for all files withiptk%%ﬁﬁudit Section.
o .

b. An audit report for the period 1 January through 30 June
and an audit schedule for the period 3 July 1950 through 18 January 1951
was prepared and submitted to-.the Chief, Services Division. Said audit
schedule was set up for four (L) auditors and,inasmuch as there are
only three (3) auditors presently in the Audit Section, it is possible

-2 -
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that the schedule will have to be revised; however, every attempt
will be made to keep the schedule current.

c. In the absence of the Accountable Officer for Branch
ALecount No. 60, an inventory was conducted and a Property Turn-In
prepared for items located in Room 209 North Building which were
charged to seid account. 25X

d. Arrangements have been made with Mr.
of OCD to secure the necessary breakdown of personnel by property
account in order that a ratio and limitation for '"common use" items may
be established., This information is expected on 1 August and immediate
action will be taken to accomplish this phase of the property utilization
program.

e. The regular monetary value report for all non-expendable
property charged to National Security Council was prepared and forwarded
to the Chief, Storage & lssue Section Supply Branch,

25X1

-3 -
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0]7‘26‘3 Memomndum e UNITED STATES GOVERNMENT

TO
FROM

SUBJECT:

Chief, Services Division DATE: 3 July 1950
Acting Chief, Audit Group

Report of Operations for the Period 1 through 30 June 1950

STAT
1, Status of Personnel:

a. Number of persons authorized + « « o o« o o ¢ &

b, Number of persons on dutye « « o o o s o o« o

2. Leave:
a., Number of hours of annual leave taken. « « o « 23

b, Number of hours of sick leave taken. ¢ « o + o 22
c. Number of hours of overtime worked « « o« « » o » 0
3, Audits:

a. The following information is furnished relative to
Branch and Accounts audited:

Acecount No, No, of Vouchers Audited No. of Rooms Inventoried

Lo 116 39

180 90 A11 property charged STAT
or M/R

70 300 236

300 243 Entire area at

be 570 Vouchers were audited for Supply Account No, 2, In
addition to this a complete recheck of the vouchers, Stock Record Cards,
and physical count was made relative to each item for which a shortage or
an unusual overage appeared in the recent physical inventory.

A Report of Inventory Adjustment indicating shortages and
offsetting overages and overages of previously unaccounted for property
was prepared and is now being typed. A 1ist of items for which shortages
existed as a result of the recent physical inventory was submitted to the
Chief, for necessary action in the form of
preparation of a Survey heport,.
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L. Property Inspection and Utilization:

a. Fighteen (18) separate inspections of FWI property were
conducted which included twenty-one (21) items of non-expendable
vroperty., A tag was attached to each item which indicated to the Chief,
| | disposition recommended for each item.

Total monetary value of all items inspected ——- $1,692,1l.

b. Relative to seven (7) of the inspections, it was determined
that the property listed on the Turn-Ins could be repaired within the
using activity, thus saving pick-up and delivery of like items. Total
monetary value of items repaired within the using activity --- $1,001.37.

5. Survey Reports and Reports of Inventory Adjustment:

as Five (5) Survey Reports were investigated and submitted
to the Chief, Services Division, for approval,

b. Four (l;) Survey Reports were investigated and will be
submitted to the Property Survey Boszrd for approval,

c. Seven (7) Reports of Inventory Adjustment were processed
and submitted to the Chief, Cervices Division, for approval.

6. Miscellaneous:

a. A memorandum was prepared and distributed to all
Accountable Officers relative to changing Voucher Number sequence as
of 3 July 1950.

b. A memorandum was prepared and distributed to all
Accountable Officers and Hesponsible Officers regarding the procedure
to follow in turning in and requisitioning of like items of non-expendable
property.

c. A form was devised to he used in connection with the
inspection and repair of non-exnendable pronertv bv typewriter and
furniture repairmen of the STAT

de The regular monetary value report for all non-expendable
property on hand in the National Security Council was prepared and
forwarded to the Acting Chief, Supply Branch,

STAT
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Oﬂice Memomndzmz e UNITED STATES GOVERNMENT

TO : Chief, Services Division DATE: 91 May 1980
FROM : Acting Chief, Audit Group

SUBJECT: Report of Operations for the period 3 April through 31 May 1950

le Stetus of Personnels

STAT
ae Number of persons authorized « « « « ¢ o »

be Number of persons now on dutye « o « o o o

2« Leave:
a. Number of hours of annual leave teken. « . 236

49

be Number of hours of sick leave taken.
ce Number of hours of overtime worked « « s « 37
3¢ Audits:

ae An audit and invemtory was conducted for Branch
Account No. 230 (OPC) and Account No. 90, Services Division. 616
vouchers were audited in Account No. 230 and 168 rooms inveriboried.
156 vouchers audited in Account No. 90 and 20 rooms inventorieds

be A oompletse physical inventory was oconducted of
Supply Account No. 2 which consisted of 1132 items. This was
accomplished in six dayse. In order to bring the audit of the
vouchers up to date, it was necessary to audit 1140 vouchers for
said Supply Account. This has been 50% completed.

4+ Property Inspections and Utllization;

e« Thirty-one (31) separate inspections of FWT property
wore oconducted which included 60 items of non-expendable propertye. A
tag wes attached to said property which indicated to the Chief, Storage
disposition to be made of each items

be In ten (10) of!ths inspections it was determined that
the property listed on Property Turn~-Ins could be repaired on the spot,
thus saving pick up and redelivery of 32 itemse It is estimeted that
the actual monetary saving ‘effected by thd’ Property Inspection Program
is approximately one thousand dollers ($1,000.00) per monthe
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25X1

25X1

25X1

gl

oce Upon request of Mr.SActing Chief, Supply
Branch, an inspection was made of the Karlo Office Machine Stand. It

was determined that the Karlo stand was not as desirable for use with
Adding and Caloulating Machines as the Tiffany Stend, which was in-
spected by the Audit Group during Merche It has been recommended
that 24 of the Tiffany Stands be purchesed for issue to the Brenoch
Accounts to replace inadequete stands or where consolidation of
Caloulating Machines or long carriage typewriters can be accomplished.

5« Survey Reports and Reports of Inventorv Adjustments

ae Six (6) Survey Reports were investigated and sub-
mitted to the Chief, Services Division, for epprovale

be Four (4) Survey Reports were investigated and will
be submitted to the Property Survey Board for approvale

6e Six (6) vehicle accidents were investigated, five of
which will be presented to the Survey Board inasmuch as damegs to CIA
vehiocles was involved,and one (1) which did not involve damage to CIA
vehicle waes sent to General Counsel for necessary action.

ds Eight (8) Reports of Inventory Adjustments were
processed and sulmitted to the Chief, Services Division, for approvel.

6« Miscellaneous:

ae A memorandum wes prepared and distributed to all
Accountable and Responsible Officers relative to reporting missing

propertye 25X1

be Inventory submitted by the Property Offiocer[ |
Account No. 700, was compared with the records mainteined in
o Supply Branche Necessary ad-
justments were made and & ces were reconcilede 25X1

ce Two dsys were spent with Miss
Property Officer for!—bﬁ.ocount No. 1100, discussing problems

relative to the maintenance ef property records and other problems in-
volving nomenclature, expendability and installed propertye

de The regular monetary value report for all non-
expendable items on hand in Natiomel Security Council was prepared
and forwarded to the Acting Chief, Eupply Branche

v - 25X1

j‘aﬂl \5?
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’Oﬂice Memomndum e UNITED STATES GOVERNMENT

TO : Chief, Services Division DATE: 4 April 1950
FROM : Acting Chief, Audit Group
SUBJECT: Report of Operations for the period 1 February thru 31 March 1950

With reference to proposed program submitted to Chief, Services Division,
on 30 January 1950, the following has been accomplisheds

le Revise property accounting procedure for property accounts.

STAT

ae Administrative Instruction Subject: Re&vision of
Property Accountability Records has been prepared, concurred in
by the Acting Chief, Supply Branch, approved by Chief, Services
Division and forwarded to Management Branch for review.

be TForm Noe 36-99, Bmployee Property Issue Record has been drafted
and approved by Forms Controls A sufficlent supply for all account-
able officers is on hand in the Audit Group pending publication of
the revised Administrative Instruction STAT

ce Instructions pertaining to the preparation of Form No. 36«99
have been prepared, concurred in by the Acting Chief, Supply Branch,
and approved by the Chief, Services Division. A sufficient supply
for all accountable officers is on hand in the Audit Group pending
issuance of Form Noe. 56=99.

2« Egtablish procedure for accounting for expendable items utilized
by the | Supply Branch (AS), and the Motor
Pool Gerage, Transportation Branch (AS).

Procedure is now in effect for the accounting for expendable items
utilized by the Warehouse and the Motor Pool Garage.

3. Make recomendstions relative to utilizstion of stands for office
machinest

as An inspection of the various types of stands for office
machines has been conducted and it was determined that the stand,
Model 3, manufactured by the Tiffeny Stend Company was the most
desirable from the standpoint of safety, durability, and economy.

be A survey of the Branch Accounts which utilize,office machines
such as calculators, adding machines and long carriage typewriters
discloses that this stand would be acceptable.

ce It is contemplated that the lssuance of above described stands

will make the return of several office machines to stock possible by
better utilizatione
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de It is the opinion oi the undersigned that tue use of subject
stands will materially reduce the number or accidents resulting in
cemage to olfice machines throughout tne using activities.

4, MNake a survey ol property accounts with regard to property
utllization and excess property.

This will be accomplisued in conjunction with the regular periodic
audlts of the various using activitiess.

5. Streamline the audit of property records for Supply Account lNo. 2

A revised procedure for suditing Supply Account Noe 2 was dra:ted and
forwarded to the Chiet, Services Division on 14 Marche As a result of a
discussion betwsen the Chief, Services Division and the Acting lhiel’, Audit
Group, it was agreed that, although "short cuts" in the audit procedure

were desireable from a time saving stendpoint, those supggested in the

revised procedure ifor Supply Account No. 2 were impractical from the
standpoint of a complete and accurate audit of' said account.

6. In addition to the above tie following nas been accomplished by
the Audit Group during the period 1 February thru 31 March:

ne A new property account ias been esteblished for General
Division Branch Account No. 240 with Mr.| hs
accountable oi'l'icers

25X1

be A complete physical inventory was conducted of Supply Account
No. 2. The audit of the records ror tials account 1s nearing comple-
tion aiter wuich an audit and inventory of Supply Account Nos 3 will
e conducteds

Ge An sudit and inventory of Branch Account lo. 140-A
(Building as been completeds A detailed report covering
the problems ana action taien relative to this account will be
surnished to the Chief, Services Division in the near future. An
audit of the records for Branch Account Nos 230 (CPC) has been
startede.

de An audit and inventory of Branch Account Noe. 60 was conducteds

ee Procedure for establishing asccountability [or housekeeping

equipment and hand tools in the has been drafted 29X1
and concurred in by the Chief, Supply Branch, SS3. _This prucedure
will be effected in the near future. IR AL

s Procedure has been draited and el'fected to establish
accountability for typewriter repeir purts, mdaintained im~ih¥. 25X1
typewriter repair shop at the| —  |Warehouse.

7me Procedure has been draited and eifected to establish 25X1
accountability for gasoline at the‘
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< 2

- -

he As a result or a study made of +the various types of seat
covers avallable, a recomuendation was made and ap.roved by the
Chiefl, Services Division that plastic type sest covers be used on
all CIA cars in the future.

is An audit and inventory was conducted of the 25X1
STAT Office on 24 March 1950. Report was prepared and forwarded to
concerned individuals,

Js Eleven (11) Survey Reports were investipated end submitted to
Chief, Services Division for approval.

ke Three (3) Reports of Accidents were investiated and presented
to the Property Survey Board for approvals

- . l. Five (o) Survey Repcrts were investigated and submitted %o the
- Property Survey Board: for approval,

me Approximately ten (10) Reports of Inventory Adjustments were
processed and submitted to the Chief, Sorvices Division for approval.

ne In cooperation with the Acting Chief, Supply Branch, a vrocedure
has been prepared and forwarded to all Accountable Officers relative
to the processing of Property Turn Ins listing unscrviceable property.
Five (5) such turn ins have been processed to dates

Oe All Branch Accountuble Qfficers were personal Ly contacted
relative to a list of fourteen (14) critical items, purpose of which
wus to effect the return to stock of such items not bein; utilizeds
It was a; reed that this type of survey would not ajain be conducted
except in conjunction with regular audits.

S— Pe All forms utilized by the Audit Group were sent to Forus
Control ror approval and assi:nment oi' a Form No This has been
completed and all Forms now being used by the Auvdit Group bear a
Form Noe asgi;ned by Forms Control.

e The feasibility of estublishing ratios snd numerical limite-
ations lor "comaon use" items within tne various using sactivities
has been discussed with the Chief, Services Division and the
seting Chief, Supply Branch. This progrun will be carried out
when a practical methed of obtuining the necessary informstion
relative to the various tables of organization can be deviseds -
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